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23 Mareh 1961

UM FOR: Chief, Docwsent Diviaton

¢ Proeessing of CIA Docvumants

1. The proeedure outlined below follows from the conclusions
resched a8 & result of the @xperiment in the processing of 00
reparts. It proposes & change in the processing of all CIA
documents which will:

A. Provide for mrea screening in multiple eopy but
not restricted by bateh envelopes.

B. Provide for their screening at the hesd of the
line as 1is dome for ather sources.

C. Rliminate the use of batsh control sheets {utilizing
machine filed D-amrds instesd of batoh contiol gheets
for loemtion eontrol).
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& cEplanet loa of flow chany:

1) bweonisg W inspeet end recelpd Lo BN
umteh X entloparas to docusents; eLpy
DHeTYSar | Lisssinstics whkas froe OO
ansilests onte proseselng eopy.  Diatrie
siuklicn ¢ .ark chegs estlugures for pous
coRy ol m::m, Besily T ev
svllustios type eanloseres and O by
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{2) smyees $ amitlpie copy sed pess be
batoh elork by sres or sodex Sroops.

(3] Atwmch ede shests @nd betch 5y ares or
sodek gRoupe, Yonler or oxpedite, =
indlombe.

{n} is wrad (dlrvest MekrDution ﬁsi‘ %1 =i
CET cophos 1o B¢ dose 3y discesintors ).

{&b ) As comi.
{5) As ususi.
{9} As ueuel.

{7} Aa ususd.
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